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Q&D - Office of Management Programs - Human Resources Unit Disposition 

Schedules 

administrative grievance files. Records relate to 
grievances raised by Agency employees, except EEO 
complaints. These case files include statements of 
witnesses, reports of interviews and hearings, 
examiner's findings and recommendations, a copy of 
the original decision, related correspondence and 
exhibits, and records relating to a reconsideration 
request.

-

8/31/2010

committee records, such as agendas, meeting 
minutes, final reports and related records created by 
or documenting the accomplishments of official boards 
and commissions maintained by parties other than the 
sponsor or secretariat.

sponsor or 

Act (FACA) 

12/31/2009

at end of year 

Close inactive records at end of year 
after case is closed.

Destroy when 4 years old.

Destroy when 3 years old.
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08/31/2008

and 
b)

12/31/2012

records include all correspondence and related 
records pertaining to the award, administration, 
receipt, inspection and payment of any and all 
contracts to which EPA is a party and which are 
maintained and used by the Agency or Contracting 
Officer for contract documentation and for 
performance and financial monitoring and oversight 
activities. Also includes reviews and audits 
conducted by the Financial Analysis and Rate 
Negotiation Service Center (FARSC).

Representative (COR)
Formerly called Project Officer (PO)

Formerly called Delivery Order 

10/31/2008

Includes records documenting disasters of an 
extraordinary nature, i.e., major natural disasters 

2/28/2011

Close inactive records when report is 
completed.

Destroy 3 years after file closure.

when 

Close inactive records when 
superseded or canceled.

Destroy 3 years after file closure.

upon filing of 

order or work 

contract.

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.

Destroy 6 years and 3 months after 
final payment for the overall contract.

upon 

Close inactive records upon 
completion of each major benchmark.

Transfer to the National Archives 5 
years after file closure, with any 
related documentation and external 
finding aids, as specified in 36 CFR 
1235.44-1235.50 or standards 
applicable at the time.
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-term federal 

broken pipe) 

types of agreements with other federal, state, or 
local government agencies, universities, non-profit 
organizations, Tribes, and other institutions to 
which EPA is a party, and that support EPA's 
environmental programs (other than Superfund site
-specific, and waste water construction and state 
revolving fund grants). Specific types of 
agreements include assistance agreements, grants, 
cooperative agreements, interagency agreements, 
agreements for "guest" workers, and other types of 
program support agreements administered by 
headquarters or EPA regions and that provide for 
research, demonstration projects, training, 
fellowships, investigation, surveys, studies, or 
other types of program support activities.

Also includes supporting documentation. Specific 
types of records include, but are not limited to, 
documentation of significant actions and decisions 
relating to and supporting the award of 
agreements, documentation of actions and 

7/31/2010

upon 

Close upon completion of all clean up 
and restoration activities.

Destroy 10 years after file closure.

Close inactive records immediately 
after closeout of the agreement. 

Destroy 10 years after file closure.
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justifications for the non-competitive award of 
agreements, cost estimates, scopes of work, 
correspondence, applications, pre-award reviews, 
funding decisions, award documentation, 
documentation relating to the evaluation of 
proposals and applications, conflict of interest 
documentation, transmittal correspondence, 
agreements, agreement oversight activities, non-
compliance documentation, dispute 
documentation, audit records, closeout 
documentation for completed agreements; and 
reports and evaluations resulting from 
agreements.

Excludes: Final products and deliverables (EPA 
258), Superfund site-specific grants and 
agreements (EPA 001), and waste water 
construction and state revolving fund grants (EPA 
232). 

institutions of higher 
3/31/2009

or 

12/31/2009

relations general and case files, including 
correspondence, memoranda, reports and other 
records relating to the relationship between 
management and employee unions or other 
groups.
Also includes labor arbitration general and case 
files, including correspondence, forms, and 
background papers relating to labor arbitration 
cases.

02/20/2007

Close inactive records upon 
termination of assignment.

Destroy 2 years after file closure.

when 

significant 

change 

Destroy when no longer needed for 
administrative purposes.

expiration of 

Destroy 5 years after final 
resolution of case.
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01/31/2011

02/20/2007

housekeeping 

organization, 

papers; 

copies of 

forwarded 

office.

1/31/2009

detailed in The Guide to Personnel 

GRS 1/1a (Item a
(1)) 

as specified 

time.

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

Destroy after OPM audit or 2 years 
after the personnel action is 
completed, whichever is sooner.

Destroy when 2 yrs. old.

See Chapter 7 of The Guide to 
Personnel Recordkeeping for 
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04/30/2010

contain the general file of Agency-sponsored 
personnel training, including correspondence, 
memoranda, agreements, authorizations (e.g., 
SF 182 - Request, Authorization, Agreement 
and Certification of Training), reports, 
requirement reviews, plans, and objectives 
relating to the establishment and operation of 
training courses and conferences, as well as 
background and working files.

Also includes employee training records 
including correspondence, memoranda, 
reports, and other records relating to the 
availability of training and employee 
participation in personnel training programs 
sponsored by other government agencies or 
non-Government institutions.

02/20/2007

Includes correspondence and other records 
relating to the development of standards for 
classification of positions peculiar to EPA, and 

02/21/2007

unless 

Destroy 3 years after employee 
separates from service or 
transfers to another agency.

old or 5 

old.

Destroy when 5 years old or 
when superseded or obsolete, 
whichever is sooner.

Destroy when 2 years old.
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10/31/2010

records which relate to the on-going 
management of programs and routine 
projects within programs. Types of files 
include both mission and operational 
programs and may be maintained by one or 
more organizational units. Specific types of 
records include correspondence; 
memoranda; staff meeting records such as 
agendas, background papers, attendance 
lists, and meeting minutes or summaries; 
routine office procedures; and reports 
relating to general policy and program 
matters, oversight reviews, interagency 
activity, research and other similar materials. 
Also includes project control files showing 
assignments, progress, and completion of 
projects.

11/31/2009

old, or 2 

or 

case is 

Destroy after affected position 
is abolished or superseded.

at the 

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.

Close inactive records at end of 
calendar year.

Destroy 5 years after file 
closure.
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benefits.
02/21/2007

1948

b) 

04/30/2007

used by Agency personnel in planning, 
preparing, writing, arranging, and 
conducting training programs for EPA and 
non-EPA employees, including state and 
other federal agency personnel. Records 
consist of working files generated during 
training development phase, training 
workgroup meeting notes, correspondence, 
training participation surveys and rosters, 
instructional materials, manuals, and other 
training aids.

Excludes: Records for training 
administered by the Personnel program 
scheduled as EPA 571.

Includes training course plans and 
materials used for personnel and 
management training unrelated to the 
environmental missions of the Agency.

materials - Nonelectronic.
Includes training course plans and 
materials used for training in functions or 
activities related to the environmental 
goals of the Agency and its programs.

materials - Electronic. Includes training 
course plans and materials used for 
training in functions or activities related 
to the environmental goals of the Agency 
and its programs.

04/30/2012

Destroy when 1 year old.

Destroy 3 years after 
separation or transfer of 
employee.

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.
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